
1 
 

  
 

 

Instruction: Screenshot: 

Step 1: Log into AMS 
Log into CGE via AMS using either your PIV 
card or your network username and 
password.  
 
 
Note: AMS can be accessed through the 
HHS intranet or the internet at 
https://ams.hhs.gov 

 
 

Step 2: Select CGE 
From the Home page of AMS select the  
E-Travel link. 

 
 
 
 
 
 
 

 

 

Step 3: Locate Document 
Select either the Authorization or Voucher 
tab to locate the document that you need 
to amend.  

 

 
Step 4: Open Document 
Select the document Name link on the left 
to begin creating the amendment. 
 
 
 
 
 
 
 
 

 

Concur Government Edition (CGE) Job Aid: Creating an Amendment 

Purpose: To provide a step-by-step guide to amending an approved 

document in CGE. 

Audience: Travelers and Preparers 

 

https://ams.hhs.gov/
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Instruction: Screenshot: 

Step 5: Open Document 
Select Amend Document from the Actions 
pop up window. 

 
Step 6: Create New Amendment 
In the Comments section provide an 
explanation for the amendment (optional). 
Select the Create New Amendment button 
in the upper right.  

 
 
 

 
 

Step 7: Create Document 
Verify that this is the correct document 
according to the Document Name and 
TANUM. Notice that the Document Name 
now contains a suffix (-1). Then select the 
Create Document button in the upper right 
to create the amendment.  
 

 
 

 
 

Step 8: Confirm changes 
Once the necessary changes have been 
made to the document, select the 
Confirmation tab to sign the amendment.  

 

Step 9: Sign Document 
Apply the SIGNED status and select the 
Stamp and Submit Document button in the 
upper right.  

 
Step 10: Review Pre-Audits 
Determine if the document has passed or 
failed the pre-audits and justify any failed 
audits as needed. Select the Continue 
Stamping the Document button. 

 
Step 11: Sign Document 
Select the Accept Signature Text button to 
finish signing the amendment.  
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Instruction: Screenshot: 

Step 12: Close and Route Document 
Select the Close Post Stamping Document 
Closure Screen button to complete the 
process and route the document for 
approval.  

 

 

You have successfully created an amendment to a document in CGE! 


